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Office of Human Resources

to:

Deans Council
from:

Howard M. Pardue, PHD, SPHR                      
date:

3/30/09
Subject: 
Faculty Contract Administration Instructions
CC:            
Dr. Ben Cohen, Provost and Chief Operating Officer
______________________________________________________________________________________

· In accordance with the 09-10 budget allocation process timeline, all Deans will initiate the completion of Faculty Contracts on March 30, 2009;
· in order to electronically access the Faculty Contract,  please click on the following link and follow the attached instructions to this document: Faculty Contract;
· completion of the contract should occur in the same manner as last year and it is due to the CFO’s office (“unsigned” by the employee) no later than April 30, 2009;
· please complete all applicable sections as appropriate in a timely fashion in compliance with the timeline;
· Going forward in the process you will be provided the salary letter template for non-contract employees who will contain salary adjustment information which will only require your or your designee’s signature with a copy to the employee. Additional instructions will be provided;
· In the event you have questions regarding the contract administration processes please contact Cherie Dabbs at extension 5575 or Sherry Bale at 5396.
2009 Faculty Contract Document Instructions
Click on the link provided below.

Faculty Contract
 

If you are given a choice to Open or Save the document, click Save
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Do you want to open or save this file?
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Once the document opens, IMMEDIATELY select Save As from the File menu
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Save FacultyContract_2009.dot to your computer or shared drive and close the Internet Explorer browser window.

Locate FacultyContract_2009 on your computer and double-click to open it.  The first time you save changes to this document, you must rename the document (we suggest the format “Lastname_Firstname.doc” for each faculty member).
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